
Contractor View

WebCM Introduction

•Assumptions
–The Contractor has registered with 
PrimeContract
–The Contractor has basic computer skills 
–For more detailed information the Contractor 
should refer to the Contractors manual which will 
be made available by the Government in 
electronic form
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The main 
Contractor view
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These do not 
function for 
Contractors
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Folders with 
arrows have 
workflows.  
Other are 
electronic 

filing 
locations.
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Add Multiple files
This portion will demonstrate 

uploading multiple files.  
Click on Add Files.
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Click on the radio button to the left 
of Add Multiple Files.
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Click on the Next  >> button
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Click on the Yes button
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This screen will appear when the system is 
functioning properly.  If the screen locks up 

in this view contact your Government 
counterpart for assistance. 
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You can now begin to select files.  Click 
on the Browse My Computer Button.
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Once the files are selected click on the 
Add Files button.
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Your files have been uploaded.  
Click on the OK button.
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Multiple Photo upload complete
When files are uploaded you will see 

them on the page where you first 
selected Add files
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Add Single Photos

This portion will demonstrate 
uploading Single files.  

Click on Add Files.
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Click on the radio button to the left of Add 
Single Drawing or Add Single Drawing.  Is is 
essential to upload files with extensions like 

bmp, jpg, gif or dwg as drawings to be able to 
modify them with PrimeContract's Brava 

viewer.  For this demo the radio button will be 
on the Add Single Drawing option.
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Click on the Browse button to locate the file on 
your computer.
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The file is now identified.  Fill in the name and 
description boxes. Leave the Categories and 

Create in boxes as is.



Contractor View

When all boxes are complete, click on Add item.
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When the files are uploaded you will 
see them listed in the page where you 

first selected Add Files.  
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Create a new folder

This will demonstrate how to build new 
folders.  Click on Create new folder
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Provide a new folder name and a description of 
what the folder will hold.  You do not need to 
edit the Categories or Create In blocks.
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Once the name and description are 
filled in, click on Add item.
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Your Folder is now ready for use.
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01 Correspondence
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Send a letter to the Government

Open Correspondence to Government
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Click on add files and add as typical
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Read a Government letter

Open Correspondence to Contractor
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or

You can download or read the letter direct as 
with any other WebCM document
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Alerts
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Click on modify interests to set 
an alert for when a workflow 
assignment (a task) is assigned to 
you.
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Select Report for “An Item is 
added” This will inform you 
when things are added to folders 
in your WebCM project
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Select a report in this block to be 
notified when you have been 
assigned a task via a workflow.  D

These are alerts set for 
individual folders in 
separate projects.
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Click on modify Settings generate 
a Report to notify you of the 
interest you selected at various 
time intervals.
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Last Corr Slide
1) Name your report

2) Click on Enable email and 
fill in your email address

3) Select 
time for 
notification: 
Times are 
GMT (GMT 
+ 6 = EST)

4) When ready click on submit.



Contractor View

Click to view links to the tasks

Sample Email
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Select a task or item to open
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You will be asked to log into WebCM
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You have been taken to the workflow or 
item in question 
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Set alert on Folder 

Click on I under INFO to the 
left of  Correspondence.
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Click on I for Correspondence 
to Contractor
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Select a report name for each possible Notify me when possibility.  (My report name is Every Hour)  Hit submit.

Click on Set Notification
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Select a report name for each 
possible Notify me when 
possibility.  (Sample report 
name is Every Hour)  Hit 
submit.
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2.1  Production Report 
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Production Report Workflow
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Click on Daily Reports



Contractor View

Click on 2.1 Production Report
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Production ReportFirst thing to due is select 
date for Report
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Note report date differs from date 
created Note report date differs from 

date created
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Please fill in all blocks.  
Note:  Blocks with an * are 
required
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To add a row click on the 
plus sign under row.

Please fill in blocks as needed.  
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Please fill in all blocks.  
Note:  Blocks with an * are 

required
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Please fill in blocks as 
needed.  
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submit

When form is ready click on 
submit button.  
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Attachments and comments can now be 
added.  When ready, click in the Initiate 
button.
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Last Slide

The Production Report now goes straight 
to the CONREP.  If changes are required 
the Contractor will be notified via  task 
that a change has been requested.
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2.2 QA Report
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2.2 QC Report Workflow
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Click on Daily Reports
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Click on 2.2 QC Report
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QC report Detail

Please note that all boxes are shown filled in.  All 
boxes with an * must be filled in.  Note the report 
date must be selected, the date created is populated, 
just like the production report.
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If additional rows are required, click on the + under Row
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If additional rows are required, click on the + under Row
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The title may be filled in as desired.  When 
ready you can click on the submit button.
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If a required field was mistakenly omitted WebCM will inform 
you when you hit the submit button.
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You may now add comments or attachments.  When ready 
click on the Initiate button.
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Last Slide for QC

Click on return to get back to WebCM main screens.  The 
Government may return to the QC report for revisions.  If this 
is done a item will be added to your task list informing you of 
the need to revise the form.
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2.3 Preparatory Checklist
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2.3 Preparatory Checklist 
Workflow



Contractor View

Click on 02 Daily Reports
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Click on 2.3 Preparatory Checklist
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Instructions SectionSection 1 of 10
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Detail Section

8

Section 2 of 10
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Personnel Present SectionSection 3 of 10
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Submittals SectionSection 4 of 10
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Material Storage SectionSection 5 of 10
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Specifications SectionSection 6 of 10
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Work and Permit SectionSection 7 of 10
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Testing SectionSection 8 of 10
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Safety SectionSection 9 of 10
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Meeting/RemarksSection 10 of 10
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When all sections are completed, click on Submit
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Add comments or attachments if 
necessary and then click on Initiate.



Contractor View

Last Slide

Click on return to get back to WebCM main screens.  The 
Government may return to the Preparatory Checklist for 

revisions.  If this is done an item will be added to your task list 
informing you of the need to revise the form.
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2.4 Initial Checklist
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Initial Checklist Workflow

GC Create 
Initial 
Checklist
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Click on 2.4 Initial Checklist
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Views are expanded or collapsed by clicking on the arrows 
in PrimeContract.  The contract information box will be 

automatically completed in your “live” project.  
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Click on the calendar icon under 
Meeting Date* (Reminder a field with * 
after the title is a required field and must 
be completed before PrimeContract will 

allow you to continue.
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All blocks should be filled in. 
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The Personnel Present must now be documented.
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For this example one person was added.
To add additional rows you just need to select the + sign under Row.
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Next you need to fill in the Procedure Compliance box 
and Preliminary Work box (If required). 
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The box Where is the work 
located needs to be filled in as 

do the two pick lists highlighted 
by arrows.  

The Resolution comments box must be 
filled in if applicable.  
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The Safety comments box, Other Items 
or Remarks and QC Title boxes must be 

filled in if applicable.  
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If everything is ready click 
on the Submit button.
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You can now add attachments or comments.  
When  ready click on the Initiate button.
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Last Slide

The Checklist will be sent to 
the CONREP.  They can send 
the Checklist back for 
revisions or accept it and it 
will be archived.  
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2.5 REWORK LIST
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Rework List WorkFlow
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Rework List Description

•The rework list will be a separate form and workflow. 
The QC Rep will enter in a rework item with the date 
identified and fill in the detail information on the form 
to identify the item properly. The task will stay with 
the QC Rep until the rework item is completed. At that 
time the status will be Rework Item Corrected and the 
date the item was corrected will be captured. Once 
completed, users can be alerted via cc:, alerts, or 
process step functionality in the workflow.
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Click on 2.5 Rework item
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The completed form.  
Please note areas with an 
* are required.  When 
the form is ready hit the 
Save button
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Attachments and 
comments can be added.  
When all is ready click 
on the Initiate Button.
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You wills see this 
screen when the rework 
item is submitted.  The 
Government is not sent 
a copy.  See next slide.
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Contractors View of the Rework 
item

The task remains in the 
QC manager box until it 
is completed.
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Last Slide

The Government will 
track the rework list via 
a report such as this.
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03 Submittals
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Ktr Workflow
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Overview

•You will receive from the Government, most likely at the 
Preconstruction Conference, a submittal register in Microsoft excel 
format.  
•Contractor will attach the excel spreadsheet in “Import Submittal 
Register” workflow for Government to review and approve.
•The Government is responsible for importing the approved submittal 
log into PrimeContract.  
•On initial import only use G, D and blank for codes. When adding a 
new submittal, classification needs to be left blank for contractor review, 
G for government and V for variation and D for Designer of Record.
•Make sure to have dates in all columns.  Especially the last column 
(column H) even if it is only projected dates.
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When you open the Government provided 
spreadsheet this screen will “pop” up.  
Please click on the Enable Macros button.
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Columns E, F, G and H must be 
filled in.  Column width may be 
changed for ease of inputting data.
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This is an example of the submittal log that has been 
properly completed by the Contractor.  The next slides 
show how to send it to the Government.
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Click on submittals
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Click on Submittal Register 
Approval Workflow
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Click on Attachments in the checklists
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Click on the arrow next to Add New Item



Contractor View

Click on Document. 
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Click on Browse



Contractor View

Find the submittal log on your hard drive.  Fill in the 
name block and click on the Add Item button.
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Once the log is attached, click on initiate.
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Click on the Return button. The Government will 
inform you when the log is loaded into WebCM.
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Submittal process begins
To begin the submittal process click on 
Submittals
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Click on Submittals Register Folder
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Click on Submittal Register
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Click on Initiate next to Subm # 1
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Click on Attachments under Checklist
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Attachments

Attach the submittal information
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The attachment (the submittal) 
is now uploaded.  You can add 
comments if desired.  When the 
submittal package is ready, click 
on initiate.
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Click on the Close button.  Please note the Contractor 
only receives a task notice when a submittal is given a 
status Code of Revise and Resubmit.  
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Sample task acknowledgmentA task will be issued for a 
submittal given a status code of 
Revise and Resubmit.
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status change.

Notice the Access Work flow 
column now says Status.  This 
indicates the submittal is in the 
review process.

Status Codes: NR – Not Received, A – Approved, 
AN – Approved as Noted , RR – Revise and Resubmit, 

RA – Reciept Acknowledged, P Pending, C – Cancelled.
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Once a submittal is approved 
you can view the items by 
simply clicking on the link 
called attachments.  
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Variations 
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Variation example start
This is an example of s variation (Old term was deviation) 
for Submittal Number 871.

Click on initiate next to Submittal Number 871.
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Click on the Attributes under the Checklist
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Click on the box next to Cancel Submittal
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Click on the Apply button.
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Click on the Initiate button.
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Click on the Close button.
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Notice the Status code is now a C for Cancelled and the Access Work 
flow block is blank.  Click on Add New Submittal to begin the 

variance process.  (This can also be used to add an item to the Log 
after it has been uploaded.)
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Click on the  
arrow next to the 

classification 
box.
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The three classification choices are D – Designer of Record, 
G – Government and V – Variance.  For this example we will 
use variance.  Click on the V
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Next fill in the boxes with an * 
(Indicates required fields).  Click on 
this box to continue
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To pick dates click on the 
calendar icon to the right of 
Submit By*
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Click on 20 Oct 04
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The other two dates are 
filled in the same way

Click on the Save and Initiate Workflow 
button.  (Select the Save button only if you 
are not ready to submit the new submittal 
at this time.)
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Click on Attachments under the Checklist. When 
the items are attached click on the Initiate button.  
It is suggested that you use the word Variation in 
naming the attachments so there will be no doubt 
that the submittal being reviewed is a variation.
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Click on Close to complete the action.
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Last Sub Slide

Notice the Classification (Cl) for 871 is now a V 
and 871has a status of C.
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RFI for Government Reply

1. RFI is submitted directly to the AROICC/AREICC 
for review.

2. Upon the receipt of the RFI, the AROICC/AREICC 
may reject the RFI or return it to the Contractor for 
revision

3. During review of the RFI it may be routed to 
internal personnel for a detailed review.

4. The returned RFI will include a response to the 
question posed and will comment on potential 
time/cost concerns.
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Basic Workflow 
RFI for Contractor Reply

1. Contractor generates RFI.
2. RFI is routed in the Contractor organization. 
3. When ready for final answer the RFI is sent 

back to the initiator by the Contractor CM.
4. WebCM Automatically provides a copy of 

the completed RFI form to the AROICC.
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Click on Click here to 
Submit an RFI



Contractor View

The information in the Contract Information fields 
will be automatically filled in on your Project. 
(Example is for RFI for Government Reply.  RFI for 
Contractor reply is the same, just workflow varies)
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(Note the * in a title indicates this a 
required field in PrimeContract and  
must be filled to submit the RFI or any 
form in PrimeContract)
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Click on the RFI for Government Reply under RFI Type
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End of info section

The remaining items for the Information section must 
be typed in.  Please note this has been done by placing 
hints for these fields.  

Seldom Used
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Question and Proposed Solution must be filled in.  Please note this 
has been done by placing hints for these fields.  
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The RFI response date is a required field.  

When the form is filed out, 
click on Continue.  
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You can now attach items or add 
comments.  When RFI is ready click on 
Initiate Button.  
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This confirms the RFI has been 
sent.  Click on the return button.
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Revision notification

Note a task will appear 
when the Government 

needs a revision to the RFI 
or returns the completed 
RFI to the Contractor.
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Once the RFI is answered and returned to the 
Initiator they must click on archive after viewing or 
the process will not be complete.
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Non-Compliance Notice
(NCN)
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Non-Compliance Notice 
Workflow
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Click on Action item Non Comp Notice 15
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To view the actual Non-Compliance Form 
(NCF) click on Forms under Checklist
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See next slide.
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Type your response here and fill in Title block.  
Be sure to hit Save. You can then add 
attachments and comments.  When ready to send 
to Government click on Acknowledge.

1

2

3
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06 Schedules
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Click on 06 Schedules
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Place PDF versions of 
schedules in this folder.

Place native version of schedules 
(I.e. Suretrack or P3) in this folder
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Folder 07
Safety and Environmental
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Safety Audit

•The Safety Audits will be used to capture the 
information gathered during the on-site safety 
inspections. The information gathered shall be 
used to make sure that all safety guidelines for 
on-site work are being met. The Contractor is 
given a copy of all Safety Audits generated in 
WebCM
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Workflow
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Click on 07. Safety/Environmental
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Click on Archived Safety Audits
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Click on Audit form 9

Note: Attachments must be opened in a separate window
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Click on View
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Part 1 of 3
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Part 2 of 3
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Last Slide for Safety

Part 3 of 3

Click here to return to WebCM
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Folder 08 Photos
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Photo Overview

•Folder 08 Photos will be used to store photos either 
scanned or from digital cameras for record images on 
the construction projects. These photos will be used 
as a permanent record to capture images of 
workmanship, quality, and progress.
•Upload folder is to used for loading all photos to 
PrimeContract.   
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Click on 08 Photos
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All Photos taken in the field should be uploaded to Folder 8.1 upload folder. 
There is no way right now in Primecontract to preview photos.  It is best to 
view the photo folder using the Explorer folders on you’re My Network Places 
view (Created with WEBDAV)  When a Folder with photos is opened go to 
View and select Thumbnails. You can then quickly review the photos.
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The contractor can add photos only to the Photo Upload Folder.  
Folders 8.3,  Presentation Photos, and 8.4, Progress Photos 
(Time Lapse), are read only.  This allows the Government to 
control “releasable” photos.  Click on Photo Upload Folder
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Last Slide for PhotosTo view a photo click on the title 
of the photo.  You can modify 
photos using the Brava viewer
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13.  Reports

•Contractor will find reports generated by 
WebCM in this folder.
•Due to security Concerns Contractors cannot 
generate reports on their own.  However 
WebCM has the capability to have reports 
generated in an auto-run mode so they can be 
ready for the contractor on a scheduled basis.
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Click on 13 Reports
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Click on View Selected reports
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Last Slide

Reports would be visible here and can be printed.
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15 Contract Drawings
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Click on 15 Contract Drawings
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Last Slide

Contract Drawings

Location of as-built contract drawings

Contract Drawings
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Use of offline forms
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Available Forms

• Production Report
• QC Report
• Initial Inspection Report
• Preparatory Inspection Report
• RFI Form
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Sample Production Report

When you open the form you should see this box.  You need to 
click on Enable Macros for the form to perform properly.
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If you do not see the box, you need to modify your settings in 
Excel as follows .

1 – Tools/Macros/Security 2 - Select Medium
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Form View
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Instructions and link location
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To make the form work you must copy the link 
from your project to the excel spreadsheet
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Then hit “CTRL” C
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Click on this cell and hit “CTRL” + V.  The 
form is now set to import to your project.
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All forms are preset to go to Training Project 1.  If you 
forget to modify the link, you will get the reminder below.  
This will help ensure you do not import data to the wrong 
project.  If you see this screen, just click on OK and modify 
the link.
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Click on the blinking box

1

2
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Need to add report date
Then hit save.
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Please note this calculation does not work 
when import forms are used.  The 
problem will be cleared up in the near 
future.
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Questions

• For additional information feel free to 
contact LaDonna Boone at 322-8049 or 
John Vogt at 322-8378

• PrimeContract help desk is 603-227-7227.  
Their hours are 8 a.m. - 8 p.m. ET; Monday 
thru Friday.  No cost to use the trouble desk
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WebDAV #32

WebDAV provides direct desktop access to all 
project documents stored at PrimeContract.  
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WebDAV #2
To make a connection with 

PrimeContract, use Add Network 
Place
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WebDAV #3

When the Add Network Place (or Add Web Folder) 
wizard starts, use the following address:

https://www.primecontract.com/primecontractdav

Be sure to type the address above exactly as shown or 
you will be told the folder name is incorrect.
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WebDAV #4

When asked for a password, use 
the same login ID and password 
that you would normally use for 
PrimeContract.
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WebDAV #5 

When asked to give this 
connection a name, use a 
common sense name like 
WebCM
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WebDAV #6

The PrimeContract connection 
now shows up in the folder 
structure.
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WebDAV #7

Selecting the enterprise 
folder in the PrimeContract 
connection shows folders 
for every project in the 
entire PrimeContract 
NAVFAC enterprise.

Selecting the user’s 
personal folder folder in 
the PrimeContract 
connection shows 
documents stored in the 
personal view of 
PrimeContract.  These are 
not accessible by anyone 
else in the entire enterprise.
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?WebDAV #8
Selecting the Navy Lodge 
Project (for example) will 
bring up all folders stored 
for the Navy Lodge at the 
PrimeContract site.  See 
next slide.
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WebDAV #10

Note that these folders now available in windows explorer 
are the same as those at the PrimeContract site.  Users can 
now access all documents stored at PrimeContract on their 
local computer without having to go to the internet.
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WebDAV #16

Note that the enterprise view takes a 
long time to render since all NAVFAC 
projects are in this list.  A much quicker
way to get access to documents is to set 
up web folders for each project for 
which you are a project member.  To do 
this, double click on the project that you 
would like to have an individual web 
folder.  In this case, the Navy Lodge.
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WebDAV #17
Then click on the 
correspondence folder for 
that project.  Then right 
click to see properties of 
the correspondence folder.
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WebDAV #18

Copy this complete 
address. 

The address being copied will look something this:

https://www.PrimeContract.com/PrimeContractdav/enterprise/Navy Lodge 
Addition, NAS Pensacola, FL

Obviously, the name in red above will change depending on the project.
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WebDAV #19

Use the “Add Web Folder” 
or “Add Network Place” 
icon to set up a separate 
folder for the project.  
Either one will work.
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WebDAV #20

Copy the address for the 
project here.  This was 
obtained 2 slides earlier.
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WebDAV #21

Give the new folder a 
common sense name.  
Navy Lodge in this case.
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WebDAV #22Note that the Navy Lodge 
now appears as it’s own 
separate folder.  User does 
not have to navigate the 
enterprise.
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WebDAV #31
User can drag and drop 
either to or from 
PrimeContract.  This 
includes drag and drop to 
or from C drive (or 
desktop).
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RFI for Contractor Reply
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Basic Workflow 
RFI for Contractor Reply

1. Contractor generates RFI.
2. RFI is routed in the Contractor 

organization.
3. When ready for final answer the RFI is 

sent back to the initiator by the Contractor.
4. WebCM Automatically provides a copy of 

the completed RFI form to the AROICC.
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Basic buttons and Send for 
Review
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Non-Government reviewers

Will find users not in NAVFAC system

Will not function for Contractors
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The user must be in a permission group to be selected.
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Contractor View
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Detailed Reviewer task 
notification

Reviewer View
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1

2
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AROICC View



Contractor View



Contractor View
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RFI answered

2

1

Remember to Save!
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